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Address List Format

For hand-addressed envelopes, PrettyWriting.com requires the addresses in be provided in MS Word or label format. You can either email or provide the list on CD.
By using these formats…

1. You will be able to catch errors or omissions more easily. 

2. It's easier for the calligrapher to visualize how the addresses should be formatted on the envelopes. 

Proofreading is more efficient when the addresses appear exactly the same on the list as on the envelopes
If you prefer to use your own spreadsheet rather than downloading our template, please merge (or retype) your list into label format before submitting it to PrettyWriting.com

· If you prefer that your out-of-town guests' envelopes be addressed first, place them at the top of the list. 

· If you need to add additional names or make changes to your list after sending us the original list, please email ONLY the changes, NOT the entire list over again. 

· Please provide 10% more envelopes than the number of addresses.

· Include your name, phone number, email address, and the selected calligraphy style at the top of the address list. 


Please note the envelope presentation you prefer…
Center Justified






Mr. and Mrs. John Smith







1248 South Jefferson Street

Denver, Colorado 80202
Left Justified                                                                              Mr. and Mrs. John Smith

                                                                                                  1248 South Jefferson Street

                                                                                                   Denver, Colorado 80202

Indented                                                                                    Mr. and Mrs. John Smith
                                                                                         1248 South Jefferson Street

                                                                                      Denver, Colorado 80202

